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Tasks: Timeline based on 3 months or 12 weeks with day 90
being day of the eveat.

L Pre Fvent Planning and Preparation

A. Approval Process

Prepare a general workplan for District Director's approval.

B. Committee Struciure

Form an event planning committee; recuit individuals who have

Calendar committee meetings.

C. Reserve s Date and Time.

Consider midweek, between 9:00 AM to 2:00 PM.

D. Notify Civil Rights

Discuss selected dates and identify potential conflicts.

E. Facility

Identify locations for availability, dates, and cost and select location.

F. Warlplan

Fill in details to the general workplan and delegate tasks to

G. Flvers

Create and distribute Save-the-Date flyer.

H. Memos

Complete a memo 10 the District Director with event details.

Complete CAL-CARD Holder Participation Memo

L Buver and Vendor Roles and Responsibilities

Schedule and hold first meeting with CAL-CARD holders.

Draft letter for CalCard holders

Draft survey for CalCard holders

J. Online Registration

Contact district webmaster to assist in creating an online registration

The online registration should include the Payee Data Record and

K. Data Tracking and Collection

Create an Excel database for tracking event registration of vendors

L. Photographer

M. Communication Strategy

Create a small business list for all invitees,

N. Tote Bags

Solicit no cost bags and include district-specitic information.

0. Refreshments

Solicit a certified small business caterer at no cost.

P. Signs and Banners

Contact district maintenance and graphic services statf.

Q. Faciliey Set Up

Select Buyers Sitting or Vendors Sitting format.
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R. Electrical Outlets and Audio Visual Equipment Checklist

Verity adequate resources, include technical support and schedule

S. Purchase Card Accounting and Requisition System (PCARS)

Verify vendors are registered in PCARS.

T. Evaluation/Feedback, Survey Mounkey

Create two short surveys; one for cardholders, volunteers, and

U. Program Agends and Talking Points

Should be submitted to District Director at least one week prior to

._I... Day of the Event

A. Registration Table

Include sign-in sheets, color-coded name tags, tote bags and surveys.

B. Station Set-Up

Set up should be desinged to maximize on-the-spot purchases.

C. Equipment Testing

Perform a walk through the day before and the moming of the event.

D. Welcome and I[ntroductorv Remarks

Provided by the District Director or designee and should be brief.

L. Procurement and Networking

Should commence immediately after Welcome and Introductory

F. Bid Summary Sheets

Can be collected hourly from each purchasing station for tabulation.

I Post Event Activities

A, Debriefing

Conduct a final committee meeting within 10 days of the event to

B. Completed Survevs

Collect at the event and designate a response deadline.

C. After Action Reports (AAR)

Within L35 days, submit AAR to Civil Rights.

D. Closeout Report

Prepare a closeout report to include tally sheets and summary of

E. Thank You Notes

E-mail to all buyers, vendors and partners.

F. Procurement Fair Web Page

Close out all live event links and registration and remove Fair web
page.




